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2. Division or Bureau of Requesting Agency

. BUREAU OF LABORATCRIES

1. Requesting Agency
@ stute peearmHERT oF HEALTH

3. Authorization-Requested (Check only one of the squares below).

A B - _
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and  destroy originals.
additional accumulation is antici- cords for which there is a continuing - Originals if not microfilmed would be

accumulation. The records will cease to retained for the period of time indicated.

pated. Records have ceased to have value

to warrant retention. have value to warrant their retention after

the period of time indicated.

4 5. Description of Records . | 6. Recommendation
Ii:em Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records re|ate inclusive dctes and quantity and Board of Public
: (cubic or linear feet). Show recommended retention period. . Works.
1.| GENERAL CORRESPONDENCE
=
(@)

?

1
[NV IY oy |

Quantity:s 6 dra.wera {9 cubie feet)
Datess 1952 « «

File Arrangememts _Subject
Annual ,Accmnlgtiom 1 drawer

Correspondence concerned with ‘the functions of the Bureau. It is
with Federal, State, local and other state agencles, professional
and civic organizations, scientific and laboratory equpment manu-

facturars, doctors, hospitals, etec.

‘ - mcomspondenceofthebmaniacentrallyﬁledinthesecre-
tarial office. The laboratories receive copies of correspondence
for their filesy these are considered non-record within the mean-
ing of the statute governing non-record material (art. 41, Sec. 155}

Annotated Code of.1950),

Two drawera of correspmdenee {(included in above quantity) con=
cerned with the chemistry laboratory were not combined with the
file in the sscretarial office when the chemistry laboratory

was incorporated into the Bureau, The recommendstion below includep
this material as well as that filed in the secretarial office.

KW RECOMMENDATIONs RETAIN FOR THREE YEARS, AND THEN DESTROY.

APPROVED

HALL OF RECORDS CO;

7. Agency, Division or Bureau Representative

Laf L@uuwulﬂ/( s éﬂ.\ﬁﬁ //W //J’/jé

Signature N~ Tntle Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

‘ecords Commission.
//.('/J'G yvvl-d"v'-g % wy dAN 9 th, G AR~
N~

Date Archivist “oate,_ > Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

. @
! 4

TRAINING RECORD FOLDER

Quantity: 2 drawers (33 cuble feet)

Dates: 1947 - =
File Arrangements By Laboratory and alphsbetical therein

Annual Acoumulations less than 3 cubic foot
Disposaklé Amounts % cubie foot

The Bureau trains laboratory assistants and bacteriologists for pube-
|14ic and private agsncies, as wall as Bureau perscmmel. The follow-
"{ing records are maintained in individual folders:

BL = 117 B Efficlenty Rating

ment of Health labaratories.

o

Thesemcordsarenecessaryaslmgasthésimdmxtiainh*ﬁning
and in the case of Bureau persommel as lang as the individual re-
mains in the laboratory service.

A. | RECOMMENDATION: RETAIN RECORDS OF EMPLOYEES OF THE STATE DEPART-.

_ . THEREAFTER, THEN DESTROY. .
RECOMMENDATIONS RETAIN RECORDS OF NON-DEPARTMENTAL TRAINEES FPOR

B.
THRER YEARS AFTER COMPIETION OF TRAINING AKD THEN
DESTPO™, .
3. | TRAINEES CHECK EXAMIMATIONS AT T BY
N EQ: ! A WOKEB
Size: 3" x 5% and 5" x 8 ‘ Date...JAN 0 |iss
Quantitys 7 drawers and 6 boxes, 3" x 5® and ” B
2 drawers 5% x 8" (total 3 cukdc fest) VA NS 2
Daws‘ 191‘7 - -~ SRPYOQB OIS I 20 0000 28008000 bsve
Becrot="0

File Arrangements Alphabetical
Ammval Accumulations less than 4 cubdic foot
Disposable Amounts 13 cubic feet

BL - 1714 - . o
174,  Student Training Sumarys summary of results
of tests in laboratory techniques and proce-
~ dures. ’
BL - 177 Proposed Training .
BL - 163 Training Record - Laboratory Assistants
BL - 164 Training Record - Bacteriologist - check-off
form indicating those techniques and proce-
dures in which the student has completed
. training
BL - 187 Application for In-Service Training - received -
from institutions other than the State Depart~

MENT OF HEALTH WHILE EMPIOYED AND FOR THREE YEARS

APPROVED
HALL OF RECORDS COMMISSION

These cards indicate various tests made by the trainee and the

e Y ——— T
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Commission

5. Description of Records 6. Recommendation

p Describe records accurately. Include title, form number, size of documents, of Hall of Records
." work or activity to which the records relote inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

instructor's results on the same specimena The fonowing card
forms are usod: :

BL - 16 Check Examination - bacteriology

BL - 168 Urine Check Cards

BL - 173 Differential Check Card - Blood

BL - 157 Check Examination - Agglutination Tests
BL - 188 Check Beport = Differential Count )

Thecheckresultearepostedtome Student'rrainings!mmaryand
ths quality of the student's work is indicated on the student's
Racwd, both in tho student's folder.

RECWWDATIONl RETAIN FOR THREE YEARS AFTER S‘I’UDI@IT COMPLETES
: TRAINING ARD THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

L. | PATIENT'S ms‘roarcmn

' Sizes " 3" x 5"

Quantitys 522 drawsrs and baxes (75 cubic feet)

Datess 1954 - -

File Arrangements Syphilis and Sanitary Bacteriology Reports

. filed by specimen numberj all othars by
diseass and alphabetical therein

Ammual Accumlation: 75 drawers per year

Specinens are submitted to the laboratories with the laboratory
report form. Bach specimen is numbered as it is rece.ved. Results
of ths laboratory findings are noted on the original form and dupli-
cates are thon prepared on an ozalid reproducing unit. The original
is filed, as ths History Card, in this office. The o0zalid dupli-
cates are forwarded to the local laboratory, county clinic, private
physician, or Health Departmsnt Division submitting the specimen.
Should laboratory tests indicate the presence of tuberculosis,
venereal disease, typhoid, undulent fever, diphtheria, or other
communicable diseases, copies of tho repart ars also forwarded to
the County Health Officer. ;

The branch laboratories follow the sams filing system and procedures
as described for ths central laboratory. The recommendation for
this item applies to ths branch laboratories &s well as the central
laboratory. Listed below are the laboratory report forms (History

Cards) ﬁ.led in the Registration Office: —_— . .
AL 2 Ty BY
BL - h Miscellaneous Examination pale P . . WORES
BL - Urinalysis ~ ,
L - g Blood Culture o JAN 8 1808
BL - Malaria
o BL -7 Bacteriological Water Report N/é" .

BL - 8 Diphtheria, Vincent's Angina, Tons
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4 5. Description of Records 6. Recommendation
N Describe records accurately. Include title, form number, size of documents, of Hall of Records
.“ work or activity to which the records relote inclusive dates and quanmy and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
BL Tuberculosis

-9
- 10 Gonorrhea Smears and Cultures
- 11  Syphilis (Blood) Serology
BL - 12 Agglutination Tests
-13 Typhoid and Paratyphold
- 20 General Laboratory Report
BL - 200 Hematology .
BL - 20V Blood Chemistry
BL - 24B  Meningitis (Spinal Fluld)
BL - 25 Bacterial Reports on Milk Shippers
BL - 22 Sanitary Survey of Shellfish and Shellfish Producing
Hater
BL - k2  Dysentery
BL - 48  Whooping Cough
BL - 60  Urinalysis Report
BL = 63 Rh Sensitization Studies
BL = 66E Undulant Fever
BL - 666 Bloed Culturs - Brucella
BL - 88 Pneumonia
BL - 131 Bacteriological Examination of Eating end Drinking

APPROVED
HALL OF RECORDS COMMiSSION

Utensils
BL - 136 Hematology
@ BL - 139 Rh Typing and Blood Grouping

BL - 11 Blood Chemistry

BL - 170 Mycology

BL - 191 Bacteriological Shellfish Report
BL - 215 ‘ Heterophils Agglutination for Infectious Moncnucleoais
BL - 221 Water Analysis
BL - 222 Water Analysis

BL - 223 Sewage Analysis , ’
BL - 236 Salmonella and Shigella Typing Enteric Culture
Identification

BL - 237 Sensitivity Tests

BL - 238 Enteric Infactions

BL - 239 Agglutination Tests

Throat, Nose, and Ear Cultures
Intestinal Parasites

Genito-Urinary Infections
Bacteriological Report on Swimming Water

RECOMMENDATION
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Se

DAILY REGISTRATION SHEETS

’6.

U (,/}J

T
‘va‘b

Sizes 83* x 11*
Quantitys 9 cubic feet

Datess 1952 - -
File Arrangements Chronological
3 cubic feet

Annual Accumulations

Each laboratory maintains a record of each sample received. This
record shows on a single-line entry the specimen number, patientta
name, county, and laboratory findings. The reports are forwarded
to the laboratory secretarial office for statistical reporting
(monthly and annual reports) and time evaluation studies. Occasion-
ally, they are referred to for follow-up purposes.

The following forms are included:

B, « 2 G Miscellaneous Examinations

BL =2 H Infectious Mononucleosis Tests

BL - 4 C Urinalysis

BL = 5 A Blood Clitures

BL = 10 D Gonorrhea Smears

BL - 11 D Spinal Fluid - Byphilis Serology

BL - 12 A Agglutination Tests '

BL - 13 C Feces and Urine Specimens for Culture

BL - 13 E Culturea Submitted to Enteric Pathogens Laboratory
: far Identification

BL = 17 A Intestinal Parasites

BL - 35 Miscellaneous Complement Fixation Tests

BL - 69 Tuberculosis Record

BL - 88 H Sputum for Pneumococci and other Pathogens
BL - 115 Eagle-Straus Titres

BL - 133 Darkfield

BL = 137A Hematology

BL - 141A Blood Chemistry

Bl = 1614 Rh Typing

BL = 169 Cancer Cytology

BL -« 170A Fungus Specimens

BL = 171 Miscellaneous Clinical Examinations

BL - 287 Urinalysis
Syphilis Serology

BL - 294
Syphilis Serology, page 2

BL - 295
BL - 296 Rh Typing and Blood Grouping

BL - 297 Throat, Ear, and Nose Cultures

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
. B
\)'\fv

MICROSCOPE INVENTORY

Sizes 5" x 8»
Quantity: 1 linear foot

o ek

30800 s ar

" el

APPROVED
HALL OF RECORDS COMMISSION

*

4

Dates: 1933 - - (¢
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7.

8¢ |MYCOLOOY « YBAST RECORD

This inventery form is preparod ferr sach microscope purchased by the
labora 3 4t showvs date of purchage, equipment or attachmsnts

File Arrangements By laboratory

tory
included at time of purchase, all subsequent repalrs, and additional
attachmants or equipnent.

RECOMMERDATIONs RETAIN UNTIL EQUIPHENT IS DISPOSED OF ARD FCR THREE
YEARS THEREAFIGR, THER DESTROY,

MYCOLOCY ~ CULTURE RECCED

Form No.t BL - &9

Sizes 5" x 8%
Quantity: 3 linear inches

Dateas September, 1954 « -
s Chro

File Arrangement nological

AnmuaYl Accumulations 3 linear inches

Ths Culturs Record is ruled for several one-lins entries ghowing
specimen nmumber, patientts name, county, date, microsccope findings,
typs of specimen, culturs media, and growth results,
Ths card 1s used as a record of results of different tests and media
used,

RECOMMENDATIONs HRETAIN FOR THREE YEARS AHD THEN DESTROY.

Siege; S" x §v
Quantity:s 1 linsar inch

Datess Septemsber 195) - -

File irrangements Chronological
Anmual Accumnlstion: 3/h linsar inch

The Yeast Rocord 49 an unnumbered and unprinted form on which 4s
recorded ths culture numbar and results of specialised yeast-like

orgardens,
Ww: RETAIN POR THREE YEARS AND THEN DESTROY.

9] SERSITIZED PATIVNT'S RECCED

Siges . n-
pares, Mo I

2D ROY
Form Ho.t Bl=192 ECaAt »Ui—: 2U,

APPROVED
HALL OF RECORDS COMHISSION

D BY
s 1O TTORRE

i& . o

............. (X1 24

Annual Accumulations 3 linsar inches

Meee.... ... &
Quantitys 1 linsar foot

fecretary 1

t

!
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10,

114

~ results of each specimen tested during the pregnancy. It is used

"rhisfmahowapatdant'anam,p!wsicaldascri

This form shows the follow=-up history of Rh sensitized prenatal
patients. One form is prepared for each patient and shows the

for comparative studies of earlier tests, not only of the latest
pregnancy, but also of any earlier cnes for whic.h the tests were
made. .

The test results are posted to the record from the laboratory work
sheet - Form BL=139A - Rh Anti-Body Titers. This form is conaidere+
non-record within the meaning of the statute governing non-record |
material (Art. L1, Seec., 155, Annotated Code of 1951). Ths recommend-
. ation for the item applies only to the Sensitized Patient's Recm'd
(Form BI.-192). '

RECOMMENDATION: RETAIN FOR TEN YEARS AFTER DATE OF LAST ENI‘RI ARD
' THEN DFSTROI. :

Rh N}K}ATIVE STUDI CARD

Form No.t BL-220

Sizes 3% x 5"

Quantity: 10 drawers (2 cubde feet)

Datess 1950 - -

File Arrangementt Actlve or inactive and alphabetical therein
Amnual Accmuulatiom 2 drawers '

These cards show the results of Fh sensitization studies of pmnata];
patients. Cards are prepared for each patient for whom specimens
are submitted. Cards are ruled for several entries. In addition

to the test results and the patient!s name, age, and race, previous
pregnancies and miscarriages and the lmsband's age, blood group,
and Rh result are also given. The cards are referred to and entrie
are made for each pregnancy. ‘ :

RECOMMERDATION: RETAIN FOR TEN YEARS AFTER DATE OF LAST ERTRY AND
THEN DESTROY,

AGGLUTINATION RECORD

Form No.t BL~8L, formerly BL-12D e
Sizes 37 x 5° ' BOar ~ oim
Quantitys 6 drawers (1 cubic feet) " Date... L
Datess 1952 = - eee

Annual Accumulations 2 dravers

results of various laboratory agglutination tests. Generany a
series of three tésts are mads over & specific period of time,

Results of the test are reported to thes physician submitting the
specimen on Form BL-239 ~ Agglutination Test Report, a copy of which
is also retained in the Bureau's Reglstration Office. There is ‘
little use made of the Agglutination Record after the results of the

APPROVED
HALL OF RECORDS COMAMISSION

. rTyTN T > Ty
A DERONTID BY

et rarm o -
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5. Description of Records

6. Recommendation

4'em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘o work or activity to which the records relate, inclusive dates, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.

final tests are known.
RECOMMENDATIONs RETAIN FOR THREE YEARS, AND THEN DESTROY.

12] APPLICATIORS FOR EMPLOYMENT OF INDIVIDUALS NEVER EHPLOYZD

Quentitys 2 drawer (1 cubic foot)

Datess 1946 - -

File Arrangements - Yearly and alphabetical therein
Disposable Amount: § cubic foot

This £ile conslsts of applications and related correspondence of
irndividusls vho were not employed by the bureauw, There is occasi
referencs to them for a period of three years but none thereafter.

mAﬁMS RETAIR FOR THREE YEARS, AND THEW DiSTROY.

134 EMPLOYEES TIME RECORDS
Quantitys 1 drawer (1} cuble fest)
Datess 1952 - -

' Fils Arrangements Chranological
. Annual Accummlations 3 cubie foot

'File consists ofs
BM 214 - Monthly Absence or Tardiness Report to the Bureau of

Hanagement
BL 107 -Daily Sign-in Shoet-Central and Branch Laboratories
‘BL 100  Konthly Time Record-Centyral and Branch Lsboratoriass

RECOMMERDATIONs RETAIN FOR THREE YEARS AND THEW DESTROY.

1)}, LABORATCRY EVALUATION FILE

Quantitys S drawers (73 cubic feet)

Dates: 1911 - -

File Arrangement: Alphabetical by name of lzboratory
Annunl Accumilstions ¢ cubie foot :
Disposzhle Amounts 3 cuble fget

The State Department of Health is authorized to establish miniram
standards. and qualifications for laboratories of the State, both

(Art. 43, Secs. 34 and 523, Annotated Cods of 1951)s To this end
the Department has promulgated regulations for ths control of labe

public and private, in the counties but not in the City of Baltimore

~ APPROVED
-HALL OF RECORDS COMMISSION

[}

oratoriss. Records concerned with this progran include the followingt . - . Ty

. Cantrol Shesta (Evaluation Shests) R T ORXB
Tabulation Sheets o Jik 9 195¢
Final Reports to Laboratories Partiecipating in Evaluation Tests
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Examinaticns of technical abilities of laboratory tecimicisans are
mads periodically in each of the fields of bactericlogy and serolo-
gys sanitary bacteriology, /and clinical lzboratory exzdnations.
Formal reports of all evaluations made by the Bureaun are published
in t&)m “Laboratory Bunaﬁn," (published by the State Health Depart
mont)e

RECOMMENDATICHS RETAIR FOR PIVE YEAKS AND THEN DASTROY.
LABGRATORY REGISTRATION

Siges 83* x 11»
Quantitys 2 drawara (3 cubic foot)
Datess 1549 - - '
Fila Arrangenments Alphabctica.l by namo of laboratory
Amnual Accumilaticns # cuble foot
\

Theﬂmanhasestahn&edminlmreqﬁmtsfcrprivatelabom-
tories and guggested minirmum for hospital laboratories
by autharity of Art. L3, Seca,. and 523 of ths Annotated Code of |-
1951, Laboratories falling within the scope of this program are

toregiataruitht.ham The registration consists of

required
tha following forma:

BL 18 A through D - Registration of Laboratory; showing name
- and location of the laboratory, nams and title of indi
-vidual in charge, and the typa of laboratory work per-
formed in three goneral classificationa: bacteriology
and ssrology, aanitarybaemiology,andcnnicallab-
oratory examinations, .

'BL 18 B-Registraticn of Lebaratory Personnal - Technical Work-
. m; showing nams, physical deseription, position, aca-
éderde training, and practical experiencs. One form is

prepared for each technical employee.

BLMF-RegimumofhbmtoryParaml Individual in
Chargoxahadngﬂmmintmumashahmm .

Mdin.,tm.
BL 148 O-Eegi.mtim of Laboratory - I.sbmtm-y Facilities and
mm;mwmmmamwa

ths laboratory and lists all equipment.

Re-registration is requiréd when major physical or equipment changesi
are nade, or when ths {ype of wrk performed is materially changed,

RECOMMERDATION: RETAIN UNTIL SUPERSEDED, BUT FOR NOT LESS THAN

<

. NEN C 'i'".-
e . 1

THREE YEARS EVEN TROUGH SUPERSEDED, mrmw.

/)//34'\ o

APPROVED
HALL OF RECORDS COMIAISSION

~K
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164 REOISTER OF mcmm mnomromr wonxms .

Form No.s BL - 118H
Sige: 5" x 89
Datess 1949 - -
Quantitys 1 linear foot '
File Arrangemsntt Alphabetical :
Annual Accumulations less than 1 inch _

X ~

@‘ﬂ This regist.rati.on form shows name, phyaical descnpticn, home and

v business address, academic and professional training, and experiencq
' The Register was prepared for civil defense reasons and has continu4
ing value for those purposes.

RECOMMENDATION: RETAIN UNTIL INDIVIDUAL REACHES mz OF SEVENTY
| . AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

17.| HONTHLY REPCﬂT
I 8izag 81“' x 11'
Datess. 1952 - -
. Quantitys 3 drawers (h% cnbj.c feet)

File Arrangement: By laboratory and chronologic&l therein
Annual Accumulations 1 cubie foot

The following records are included in this ﬁ.le*

BL = 251 Distribution of Time - Branch I.ahm-atories, showing the
total number of examinations made, total hours worked,
and time equivalents in three major groupsc dia@cstic,
clinical, and sanitary

Time Equivalents - Central I.aboratou-y, ahos:lng for ea.ch :
individual member of the technical staff the per cemtage
oftmespantintecmualwrkascmpmdwiththe
- total hours worked. Prepared monthly,

BL - 298 Time eqdva.lent Work Chart = reeeived monthly from tbe
branch laboratories showing for each techmical member
of tha staff the time distribution of techniesl. dntiee -
as compared with the total hours worked. :

Theabmthreetmmmuedmtheprepmumorthem“'l
‘| monthly report. The monthly report is in two parts. The firast
part shows the number of spscimens examined by county and by type ¢f
specimen submitted. The second part is more detalled and shows in
. five major categoriss - infectious diseases, clinieal lseboratory
work, cancer cytology, sanitary bacturiology and chemiatryi=they licl) BY

number of positive, negative, suspicious, ar unaathtac‘tm speci- .| < OREKE
mens;themsiologicalsomeoftheapedm;gthetypeaf '

te.. o &¢

/ )ﬂ_,e./é/ue/,/f TN

v-.. 0GOSO APRC OPLOIBLILRIOOQ OV




work or activity to which the records relate, inclusive dates, and quontuty
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=

m
‘2' (cubic or linear feet). Show recommended retention period. Works.
exandnation made. =
' The formo used for these monthly reports ares «
BL=-37AandB - .  Total Specimens Comnty (two pages) e =
BL = 15A through N Monthly Report (1} pages) = O
N N . oD
These reports, 1m1udingtheﬁmequivalentfms,areusedfor = 2
statistical reporting, preparation of the annual snd special a 3
reports, work load studiea, and program and budget plamning, o.
: <
pet | RECOMRENDATION: mmmmmmmmmon =
-t
18+ | TUBERCULOSIS RECCKD 2
=

Form No.: BL - 68

Sizes 3" x 5%

Datess 1949 - -

Quantitys 25 dravers (2% cubic feet)

Fille Arrangements By year and alphabetiecal thamin
Amnual Accumilations 5 drawers (4§ cubic foot)
Diaposahls Amts 2 cuhi.e feet

Thiacardahouammofpaﬁmt,m.ginofspeem, exseinations
nmade, and results.

RECG!MENDATION: BETATN CARDS SHOWING POSITIVE OR SUSPICIOUS
| FOR FIVE YEARS, AND THEN DESTROY.

WORKSHEETS

ing temporary valus.
are used are shoun o tha Patdent's History Card (Item 1) and the

Daily Registration Sheet (Ites 5)

BL 256-259,1nelnsive Mlinical I.abou‘atory %worksheets
BL 39

Themfommcmﬁduednm-mordﬁmmemmmgorm
Code of 1951).

RESULTS UNTIL DEATR OF INDIVIDUAL, AHDALL(H’HERSi

The forms included in this {tem are used solely as worksheets, have
The results of the tsats for vhich thess form:s

Foces and Urins Reeord for Enteric Pathogens

statute governing nonerecord matarial (Art. L3, Sec. 155, Annotated

%6

apovarc




